
Family Assessment and Case Plan 
 
 

1. The Family Assessment and Case Plan is created from the desktop by 
Create>Casework>Ongoing Services>Family Assessment and Case Plan>the family 
name>Create. 
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2. The Pop-Up message below will explain how to pre-fill the Family Assessment and Case 
Plan (FACP) with safety threats and narratives.  

 
 

 
 
 
 
 
 

3. Another Pop-Up message will appear stating a pending Safety Assessment and Plan will 
be created in addition to a FACP.  Select Yes. Number 16 in this guide will further 
address this. 

 
 
 
 

 

Family Assessment and Case Plan 
7/17/06 



 
4. The first group box is the Family Assessment/Case Plan Group box.  This gives the Case 

Name, Case Number, Worker Name and the Approval Date.  The Effective Date is user 
entered and will allow a prior date. 

 
The FA&CP Completed check box must be checked prior to final approval.  This 
check box will verify the FACP and the Safety Assessment and Plan have been 
completed and requires one approval on the FACP for both items. 
 
The Safety Threats Group Box pre-fill’s from the Initial Assessment.  These fields are 
editable and can be updated while completing this FACP.   
 
The Children Group Box can be updated and children added or deleted from the group 
box by using the Add/Edit button.   
 
The Child Functioning Group Box pre-fills with information from the selected Initial 
Assessment.  The information in this group box is based on the radio button selected next 
to the corresponding child in the Children Group Box.  This information is editable at any 
time during the FACP. 
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5. The Active Goals Group Box allows goals to be entered for each identified area.  Use the 
Insert button to add Goals. 
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6. The Case Plan Goal page opens.  The Goal Group Box identifies the participant and 
requires the user to specifically identify the Goal along with the Begin and Target End 
Dates. 

 
7. The Services/Activities Group Box identifies the type of Service or Activity that will be 

used in order to help the participant achieve the specific goal.  Select the Service/Activity 
from the drop down list.  There is a Delete hyperlink next to the Service/Activity in case 
it was entered in error. 
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8. Once the Service/Activity has been identified, enter the Provider/Responsible Person to 

provide the service and specifically explain the Service/Activity. 
 

The Insert button will allow additional Service Activities to be added in order to help the 
participant achieve the specific goal identified.   
 
*Also note the Row 1 of 1.  Additional identified activities will show Row 1of 2 or 2 of 
2, etc with the scroll bar. 
 
 
 

9. Select Save and Close to enter additional goals for this child. 
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10. We have returned to the Child Functioning Tab.  The Active Goals display all goals that 
are active.  The Edit and Delete hyperlinks links are available along with the Copy Detail 
Hyperlink which will allow a specific goal to be copied over from one participant to 
another. 
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11. The Parent/Caregiver Protective Capacities Tab will function in the same manner as the 
Child Functioning Tab.  All the identified Safety Threats from the IAPC or Narrative will 
pre-fill on this tab.  This information is editable.  Use the scroll bar to see additional 
information on this tab. 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

Family Assessment and Case Plan 
7/17/06 



 
 
 

12. The lower part of this page will identify the Parent/Caregivers.  Select the radio button 
next to the desired parent/caregiver to read the corresponding Parent/Caregiver Protective 
Capacities.  The Add/Edit button will allow participants to be added or deleted from the 
FACP. 

 
The Parent/Caregiver Protective Capacities Group Box narrative will pre-fill from the 
IAPC or IA Narrative.  This group box is editable. 

 
If you mouse over the Details link in the Parent/Caregiver Protective Capacities Group 
Box a more detailed explanation of Parent/Caregiver Capacities will appear.  
 
Again, use the Insert button to add goals in the Active Goals Group Box. (See Child 
Functioning for a complete description as to the functionality of the Active Goals Group 
Box). 
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13. The Family Functioning Page works in the same manner as the previous two pages.  
Add/Edit the Family Functioning Narrative Group Box and add associated Active Goals 
by using the Insert Button. 

 
 

 
 
 
 

14. Based on the answers to the Safety Threats Identified the following pop up message may 
appear when the Tasks & Responsibilities Tab is accessed: 

 
 

 
 
 
 
 Select close.  The Safety Assessment and Plan will be addressed later in this guide. 
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15. The Safety Decision Group Box will pre-fill based on the Safety Threats that were 

identified in the FACP. 
 

The Additional Tasks and Responsibilities Group Box is user entered text. 
 
The Family Service Level will pre-fill to what the level was determined at Initial 
Assessment.  The user can update the Family Service Level by selecting a drop down 
value from the Current Family Service Level.  There is also a Narrative text field to 
justify the changing of the Family Service Level. 
 
 
The FA&CP Completed check box must be checked prior to final approval.  This 
check box will verify the FACP and the Safety Assessment and Plan have been 
completed and requires one approval on the FACP for both items. 
 
 
Select Save and Close to return to the Outliner. 
 

 
 
 

`

 
 
 

Family Assessment and Case Plan 
7/17/06 



16. In order to Approve/complete the FACP, the associated system generated Safety 
Assessment and Plan must be accessed from the outliner and completed (including 
checking the ‘Completed’ checkbox).  Once this is complete, access the FACP again, 
make sure the FA7CP Completed checkbox is selected and approve.  Both pieces of work 
will be approved if the above instructions are followed. 

 
 
 

Once the Safety Assessment and Plan have been accessed from the outliner and 
completed (see Quick Reference Guide on Safety Assessment and Plan for instructions 
on how to complete) return to the Pending FA & CP for final processing. 
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17. We have now returned to the FACP from completing the Safety Assessment and Plan.  
Under ‘Options’ on all of the pages, there is additional functionality that needs to be 
explained. 

 
• The first is Approval.  If the Completed check boxes have been checked on the 

Safety Assessment and Plan and the FACP this Approval will approve both 
pieces of work. 

• The next is Safety Assessment and Plan.  This is view only.  This allows the 
supervisors to view the Safety Assessment and Plan without going to the outliner. 

• The Case Plan Summary is the hard copy of the document that summarizes 
everything in the Case Plan such as goals and associated Services/Activities. 

• The Family Assessment, Case Plan, and Safety Assessment is a hard copy of all 
information entered on the FACP and Case Plan, including Safety, Narrative 
Goals, and Services and Activities. 

 
18. Make sure all needed templates have been launched prior to final approval and complete 

the Final Approval process. 
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